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AGENDA

[AGENCY]
BOARD MEETING

[DATE, TIME, PLACE]

The [AGENCY] will convene as posted to consider and take formal action, if necessary, on
the following agenda items:

1. Roll Call [Procedural items such as 1, 2, 10-13 need not
be included in Texas Register posting.]

2. Call to Order

3. Minutes from last board meeting

4. Report of the [ENFORCEMENT,  RULES, EXECUTIVE,  etc.] Committee:   [FOR
EACH COMMITTEE, LIST SPECIFIC SUBJECTS TO BE COVERED AS
REQUIRED BY ACT]

5. General administration, budget, and personnel matters

6. Strategic Plan for the period [YEAR to YEAR]

7. Proposed Rule 73 [OR] Amendments to Rule 73, 22 TAC § 73.56, relating to license
renewal [For publication for public comment]

8. Proposed Rule 71 [OR]  Amendments to Rule71, 22 TAC § 71.2, relating to application
 for license, as published in 23 TexReg 4456, October 6, 1999 [For adoption]

9. Pending Enforcement Cases:

a. Proposal for Decision, [LIST DOCKET NUMBER AND STYLE OF  CONTESTED
CASE]

b. Other Cases: [LIST DOCKET NUMBER AND STYLE OF EACH CONTESTED
CASE]

c. Motion for Rehearing, [LIST DOCKET NUMBER AND STYLE OF EACH
CONTESTED CASE]

10. Public comment

11. Date for next board meeting

12. Items for future agenda

13. Adjourn

The [AGENCY] may meet in Closed Session on any item listed above if authorized by
the Texas Open Meetings Act, Tex. Gov’t Code Ann. ch. 551.

Figure 29: Sample Posting for an Open Meeting
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PRESIDING OFFICER’S SCRIPT FOR CONDUCTING A PUBLIC MEETING

1. Call roll of the members of the governmental body.

2. Call to order the meeting of the [AGENCY] [if a quorum is present].  Announce the
presence of a quorum.

3. Approval of Minutes of the last meeting.  Minutes are circulated or distributed to
members.

Do I hear a motion that the minutes be approved?
Is there a second?
Is there any discussion?
Are there any changes or clarification to the minutes?

All those in favor say, ‘Aye’; all opposed say, ‘No’.

Motion [PASSES/FAILS].

4. Take up next items listed on agenda, recognizing person responsible for each item.

Consideration of agency rules

Proposed Rule:
  

Do I hear a motion to approve publishing for public comment proposed rule [TAC
CITE] relating to [TITLE/SUBJECT OF PROPOSED RULE]?

Adopted Rule:

Do I hear a motion to adopt proposed rule [TAC CITE] relating to [TITLE/SUBJECT
OF PROPOSED RULE] [AS PUBLISHED] OR [WITH THE CHANGES
RECOMMENDED BY AGENCY STAFF/RULES COMMITTEE] OR [WITH THE
CHANGES MADE BY THE BOARD TODAY].”

5. Public comment: ask audience if anyone desires to speak, OR if speakers filled out
speaker’s form, recognize first speaker.

6. Ask members for any items to be placed on next agenda.

7. Set date for next meeting and adjourn:

If there is no further business, the meeting of the [AGENCY] is adjourned.

Figure 30: Presiding Officer’s Script for Conducting a Public Meeting
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PRESIDING OFFICER’S SCRIPT FOR CLOSED OR EXECUTIVE SESSION

IN OPEN SESSION:

The [AGENCY] will go into closed session at this time, pursuant to the Texas Open
Meetings Act, on agenda items [STATE NUMBERS OF AGENDA ITEMS TO BE
CONSIDERED IN CLOSED SESSION][STATE THE EXCEPTIONS FOR THE
SESSION; FOR EXAMPLE:

•  to discuss pending litigation with its attorney under section 551.071 of the act;

•  to receive legal advice from its attorney under section 551.071 of the act; and

•  to consider personnel matters under section 551.074.

All members of the public and staff*are requested to leave the meeting room at this time. 
The time is                 .
[*This does not include staff which the governmental body has determined should attend
the session.]

[If making a certified agenda, turn tape recorder off.  Close door. Convene closed
session.]

IN CLOSED SESSION:

This closed session is called to order.  The date is ____________. The time is
_________."

[Verify that Secretary/Executive Director/someone is taking notes for certified agenda or
that tape recorder is on.  Not necessary for sessions solely under § 551.071.]

**************************************************************
[At end of closed session]

This closed session is ended. The date is                       .   The time is              .

[Open door, turn on tape recorder and reconvene.]

The board is now reconvened in open session at          [state time].

[Take up agenda items discussed in closed session.]

Are there any motions on agenda item _______.

[Repeat as necessary for all agenda items on which action is to be taken.  Continue on
with remaining agenda.]

Figure 31: Presiding Officer’s Script for Closed or Executive Session
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AGENDA

[AGENCY]
BOARD MEETING

[DATE, TIME, PLACE]

The [AGENCY] will convene as posted to consider and take formal action, if necessary, on
the following agenda items:

1.   Roll Call and Call to Order

2.   [Any prior agenda items]

3.  The executive director’s employment, evaluation, reassignment, duties, discipline, or
dismissal; complaints or charges against the executive director

4.   [Any further agenda items]

5.   Adjourn

The [Agency] may meet in Closed Session on any item listed above if authorized by the
Texas Open Meetings Act, Tex. Gov’t Code Ann. ch. 551.

Figure 32: Sample Posting of Agenda Item to Terminate an Agency’s Executive Director
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AGENDA

[AGENCY]
BOARD MEETING

[DATE, TIME, PLACE]

The [AGENCY] will convene as posted to consider and take formal action, if necessary,
on the following agenda items:

1.   Roll Call and Call to Order

2.   [Any prior agenda items]

3.  Sirrom v. Board of Nurse Examiners, Cause No. 12-3456, in the 78  Judicial Districtth

Court of Travis County, Texas

4.   [Any further agenda items]

5.   Adjourn

The [Agency] may meet in Closed Session on any item listed above if authorized by
the Texas Open Meetings Act, Tex. Gov’t Code Ann. ch. 551.

Figure 33: Sample Posting of Agenda Item to Discuss Legal Matter in a Closed Session
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STATE BOARD OF ____________________________________

CERTIFIED AGENDA OF CLOSED SESSION

I, __________________________, THE PRESIDING OFFICER OF THE STATE BOARD
OF _______________________________, DO HEREBY CERTIFY THAT THIS
DOCUMENT ACCURATELY REFLECTS ALL SUBJECTS CONSIDERED IN A
CLOSED SESSION OF THE BOARD ON ____________________(DATE).

(a) The closed session began with the following announcement by the undersigned: “The
State Board of ________________ is now in closed session on ____________ (date)
at___________(time).”

(b)   SUBJECT MATTER OF EACH DELIBERATION:

Agenda Item # ____:  
[Insert basis for closed session and general description of the deliberation.]

Agenda Item # ____:  
[Insert basis for closed session and general description of the deliberation.]

(c)   No further action was taken.

(d)   The closed session ended with the following announcement by the
undersigned: 

“This closed session is ended on ____________ (date) at ___________ (time).” 

Signature _________________________________
[Insert Name], Presiding Officer

Figure 34: Sample Certified Agenda of Closed Session
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[DATE]

[REQUESTOR] VIA CM RRR #                                  
[ADDRESS]

Dear [REQUESTOR]:

This letter is in response to your open records request, dated [DATE], to
[GOVERNMENTAL BODY], which we received on [DATE].

[IF APPROPRIATE: It is unclear from your request what specific information or
documents, you are requesting.  EXPLAIN THE PROBLEM YOU ARE HAVING WITH
PROCESSING THE REQUEST.]

[IF APPROPRIATE: Additionally, your request appears to be a request for answers to legal
or fact questions, rather than a request for specific information or documents.  The Texas
Public Information Act does not require a governmental body to perform legal research for
a requestor or to answer general questions.  Attorney General Open Records Decision No.
563 (1990).]

[IF APPROPRIATE, IDENTIFY THE RECORDS THE AGENCY DOES HAVE WHICH
MAY CONTAIN INFORMATION RESPONSIVE TO THE REQUEST: The
[GOVERNMENTAL BODY] maintains records on [insert subject] or in [specify format or
kind of records]; these records may contain the information you are seeking.]

If you are able to clarify or specifically state the documents or information that you are
seeking, we will attempt to respond to your request in accordance with the Act.  If you have
any questions or wish to discuss this matter further, you may contact me at [PHONE
NUMBER].

YOUR REQUEST FOR INFORMATION WILL BE CONSIDERED WITHDRAWN IF
YOU DO NOT TO RESPOND TO THIS REQUEST FOR CLARIFICATION BY THE
61ST DAY AFTER THE DATE OF THIS LETTER.

Sincerely,

[GOVERNMENTAL BODY’S
PUBLIC INFORMATION COORDINATOR]

Figure 35: Response to Request for Public Information, Asking for Clarification
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[DATE]

[REQUESTOR]
[ADDRESS]

Dear [REQUESTOR]:

This letter is in response to your open records request to [GOVERNMENTAL BODY], in
which you request:

[LIST]

The [GOVERNMENTAL BODY] has reviewed its files and has found no documents
responsive to your request.

If you have any questions or wish to discuss this matter further, you may contact me at
[PHONE NUMBER].

Sincerely,

[GOVERNMENTAL BODY’S 
PUBLIC INFORMATION COORDINATOR]

Figure 36: Response to Request for Public Information, No Documents Found
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[DATE]

[REQUESTOR]
[ADDRESS]

Dear [REQUESTOR]:

This letter is in response to your open records request, dated [DATE], to
[GOVERNMENTAL BODY] which we received on [DATE], and in which you request:

[LIST]

Enclosed is some of the information that is responsive to your request.  The
[GOVERNMENTAL BODY] believes that the remaining information responsive to your
request is excepted from disclosure under the Texas Public Information Act.  We wish to
withhold this information and have requested an open records decision from the Attorney
General about whether the information is within an exception to public disclosure.  We will
notify you when a decision is issued.  A copy of our request for a decision is enclosed. [IF
APPROPRIATE: Some of the text in the request has been redacted to maintain the
confidentiality of the requested information until a final decision is made.] We will forward
any subsequent written communications we may have with the Office of the Attorney
General regarding our request.

If you have any questions or wish to discuss this matter further, you may contact me at
[PHONE NUMBER].

Sincerely,

[GOVERNMENTAL BODY’S
PUBLIC INFORMATION COORDINATOR]

Figure 37: Response to Request for Public Information, Claiming Exceptions
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[DATE]

[REQUESTOR]
[ADDRESS]

Dear [REQUESTOR]:

This letter is in response to your open records request, dated [DATE] to
[GOVERNMENTAL BODY], and in which you request:

[LIST]

The [GOVERNMENTAL BODY] has reviewed its files and has located documents that
contain information responsive to your request. You may review these documents at the
[GOVERNMENTAL BODY] in [CITY], Texas, or we will provide you with copies.  There
are [NUMBER] pages contained in the documents you have requested.  The cost for
copying these documents is 10¢ per page for standard size pages, based on the current
[OFFICE OF THE ATTORNEY GENERAL or GOVERNMENTAL BODY’S RULES].
The total amount for copies is [DOLLAR AMOUNT].  Please forward your check to my
attention for this amount made payable to [GOVERNMENTAL BODY] should you desire
copies to be provided to you.

If you have any questions or wish to inspect the documents, you may contact me at
[PHONE NUMBER].

Sincerely,

[GOVERNMENTAL BODY’S
PUBLIC INFORMATION COORDINATOR]

Figure 38: Response to Request for Public Information, Making Documents Available
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[DATE]

[REQUESTOR]
[ADDRESS]

Dear [REQUESTOR]:

This letter is in response to your open records request to [GOVERNMENTAL BODY], in
which you request:

[LIST]

The [GOVERNMENTAL BODY] has reviewed its files and has located documents that are
responsive to your request.  Although the Texas Public Information Act allows a
governmental body to charge for copying documents in accordance with Tex. Gov’t Code
§ 552.267, the enclosed copies of documents are being provided to you at no charge.

If you have any questions or wish to discuss this matter further, you may contact me at
[PHONE NUMBER].

Sincerely,

[GOVERNMENTAL BODY’S
PUBLIC INFORMATION COORDINATOR]

Figure 39: Response to Request for Public Information, No Charge for Copies




